Europdisches
Patentamt

European
Patent Office

Office européen
des brevets

New online filing (CMS)

User guide

Software version 180/ 2020-07-21

Copyright © European Patent Office
All rights reserved

Last updated21/07/2020
Document versionNewOnlineFiling_CMS_v1.80_UserGuide_EN



Table of contents

Table of contents

1. How to use new online filing (CMS).........ooviiiiiiiiiis e 9
1.1. Contacting EPO CUSIOMET SEIVICES.......uuuurrriiiiiiiiiiranieirireireeeeeeereeeesssseenseees 9
1.2. Accessing new online filing (CMS)........uuuuiiiiiiii e eeeeeee 9
1.3 OVEIVIEW OF CIMSi...ooiiiiiiiiiiiieee e 10

1.3.1.  ApPPlICAtIONS OVEIVIEW . ...uuvviiiiiiiiiiiieieee ettt 10
1.3.2.  Application fOrm VIEW..........ccooiiiiiiiiiiiiiiemme e e 11
1.3.3.  Dialog DOXES....coiiiiiiieiiiie e 12
1.4, USEI PrEOEIEINCES.....ceiiiiiiiiiiie et meee e eneas 14
1.4.1. Preferred language............oooevviiiiiiiicri e 15
1.4.2. Default subtab in APPliCatIONS..........ccoiiiiiiiiiiteeee e 15
1.4.3. Default procedural language for EPO Form 1001........................ 16
1.4.4. Task liSt POSIION......ccooiiiiiiie e 16
1.4.5.  FOlder POSIHION.....uuuiieiii e e eeeieeeieeee s 17
1.5, LOgQQing Offe.ee e 17
1.6, SNOMCUL KEYS... ..ottt e e e e e e emnnnnnaa 18
1.7, ONINE NI e e ennn s 21
1.7.1. Navigatirg in the online help...........cccooiiiiiieee e 21
1.7.2. Downloading the user guide..............ooovrviiiiimmmee e e 21
1.7.3.  Online help for tasks and actions.............cccccuvvviiimemniiiiiiiiiiieeeeee, 21
FZ Y o] o] [ o7 11 0] o USRS 23
2.1, My @PPlICALIONS.....coiiiiieeeeeit s errn e e e e e e e e e e 23
2.1.1. Filtering the application liSL..........coooiiiiiiiiiiiieeee e 23
2.1.2. Sorting the applications liSt.............cccceiiiiiiiieeeceee e 24
2.1.3. Customising the application liSt..............ccuuviiiiiieemiiiiiiiieeeeeeeeeeen 24
2.1.4. Creating new appliCations............ccoovviiiiiiiiemme e e 26
2.1.5. Removing draft applications from CMS............ccccevviiiiiieeciiiiinnnnee. 27
2.1.6. Exporting signed or submitted applications from CMS................. 27
2.2. INDOX.eiiiiiiiiiie e 28
2.3. My demo appliCatiONS..........uuuuiiiiiiee e eeee e 29
2.4. Organising applications with folders..........ccccoeiiiiiiiiieeciiiiiiie e, 30
2.4.1. Expanding and collapsing folders..............ccccoumimimmmnniniiiiiiiiieee 31
2.4.2. Creating @anew folder...........ccooiriiiiiiiiiieee e 32
2.4.3. Moving applications to a folder..............cuvviiiiiiiiceciiiiiieeeeece 32
2.4.4. Moving applications out of a folder...............ooovvvrviiieeciiieee, 32
2.4.5. MOVING @ TOIUEL......ciiiiiiieeee e 33
2.4.6. Reraming afolder..........oouuiiiiiiiiiee e 33
2.4.7. RemoVING @ TOlAEE.......uuiiiiiiiiiiiiie e 33
2.4.8. Managing folder access rghts...........ccooeiiiiiiiiiccciii e 33
2.5. Editing appliCatiONS.......coouuiiiiiiiiii e 35
2.5.1. Adding INfOrmMation............oooiiiiiiiiiiieeee e 35
2.5.2.  Editing information..............ccouuiiiiiiiiiieee e 35
2.5.3.  Removing infOrmation............ccooeeiiiiiiiiiiccce e 36
2.5.4. Viewing information details............cccooeeiiiiiiiieemn e 36
2.5.5. Task locking: only one user at a time may execute a task............ 37

New online filing (CMS) 1801 User guide Page? of 244



Table of contents

2.6, VaAlIALION. ...ttt 38
2.6.1.  Validation MESSAQGES. ......uuuuriiiiiiiiiiiiiiaeeieereree ettt e e e e e e e e e e e e i aae e 39
2.6.2.  Validation ICONS.......cccuiiiiiiiiiiiie et e e et e e e e e e e 39
2.7. Tasksand steps in preparing an application............cccoeeeevveeeeiiiei e, 40
2.7. 1. NEXESPS. .. ittt 41
2.7.2.  AUthorising EPO ACCESS........cceeeeeeeiiiiiieieeee e e 42
2.7.3. Revoking EPO aCCeSS..........cccccuvviiiiiimenriiiiiieieeeeeeeeeeeeessnenene 42
2.7.4. Reviewing and downloading forms and documents...................... 42
2.7.5. Exporting an appliCation............ccoeuuiiiiiiiiiccce e 45
2.7.6. Hiding and showing the task list and tabs................cccccccieeneennnnnn a7
2.8, STALUS ... e e e e e e e s e e e e eeenns 48
I T =0 0] 0] F= =S U RPPPPPPPPPPRPPRP 49
3.l MY TEMPIALES. .. 49
3.2, Creating temMPIALES.......cuuueiiiiiiiee et e e e e e e e e e e eener s e e e e e e e e e e e e e e eeaeerneaae 50
3.2.1. Creating a new template from scratch.............cccvvvvvvieeneiiiiiinnnnnee. 50
3.2.2. Creating a template from an existing application.......................... 51
3.2.3.  CopYiNg tEMPIALES.....cuviiiiiiiiiiiieiee e 52
3.3, RemMOVING tEMPIALES.......uuiiiiiiie e eeee e e e e e e e e e e e eeaeanand 52
3.4. Usingtemplates to create new (demo) applicationS........cccccceeeeeiviceseeenenn. 53
3.5. Differences between templates and applicatians...............ccccevveeeeeeeeeennnnne, 55
A, AAAreSS DOOK.....ccoo i 57
4.1. Adding a contact from the address book to an application........................ 57
4.2, MY CONTACES. ... et e e et e e e e e e e bt s 58
4.3. Managing contacts in Address book ... 59
4.3.1. Creating a new contact in Address baakK...............cccccevvceeviinnnnnns 59

4.3.2. Adding a person or legal entity from an application to the address
DOOK .. e a e e e 60
4.3.3. Removing a contact from Address booK..............ccceeeiiiiceniiiinnnnns 61
4.3.4.  Adding NOtES tO CONLACLS. .....uuveiiiiiiiiiiiiiee e 62
4.4. Importing contacts into the address baokK.................vveiiiiiiiiiinn 62
4.4.1. Preparing address book import file for impart................cceevvveeeenns 62
4.4.2. Using an export file from the EPO Online Filing addressko..........64
4.4.3. Importing from a file with standard column names....................... 65
4.4.4. Indicating column names manually.............cccooeeiiiieeceiicceeeee e, 65
T 11 0] o To | [ To OO 66
4.5. Exporting the address bo0K........cccceeiiiiiiiiiiieeeecc e 68
ST o 0 (T = O I L B 0 1 69
5.1. Creating a new PCT appliCation............ooouiiiiiiimene e eeeiieeeeeeeee 69
5.2. Tabs in FOrm PCT/RO/LIQL.......ccccoiiiiiiiii e 71
5.3.  APPIICANT. .. e 71
5.3.1. Selecting designated States...........cccoovviiiiiccciiii e 73
5.3.2.  Applicant wWho is alSO INVENTAL...........ccoviiiiiiiiiiieeeeeeeeeeeeee 73
5.3.3. Designating a common representatiVe............oooevvvvvviicceiiineeeeeeennns 74
S S | 01/=T o (o] TR P PP PP 75

New online filing (CMS) 1801 User guide Page3 of 244



Table of contents

5.4.1. DeCeASEA INVENTOL......cuviiiiiiiiiiiiiii ettt e e semnne e 76
Lo TR T Yo [ o | PP {7
5.6. Address for COrreSpPONAENCE. .........coiiiiiiiiiiiieres st eeenee b e 78
o A 1o V2K ol = 1] o 79
5.7.1. Validation of priority number formats..............cccccevvviiiiieemiiieeienenenn. 81
5.7.2. Priority number formats for selected countries..............cccvvuueeee. 82
5.8. Earlier Search reSUIS.........cuiiiiiiiiii e 84
5.9, DECIArAtIONS......ciiiiiiiiiiiiii it e eer bttt e e e e e e e e e e e e e s aamr e e e 36
5.9.1. Declaration as to identity Of INVENLOL...........coooviiiiiiiiiccee 87
5.9.2. Declaration as to applicant's entitlement to apply for and be granted
A PATENT. ..o 88
5.9.3. Declaration as to applio#is entitlement to claim priority of earlier
APPHCALION ...t a e e e e 38
5.9.4. Declaration of inventorship (for USA)..........ccoeeiiiiiiiiiieene e, 89
5.9.5. Declaration as to neprejudicial disclosures or exceptions to lack
Of NOVEILY.....eeiee e 90
5.10. Biological material..............ooooviiiiiiiiric e 90
5.11. DOCUMENTS.....ceiiiiieiieiitie e e eeeme et e e et e e e e emene e e e e ssn e e e e e enenn e e eamaneeeeennes 93
5.11.1. AddiNg AOCUMENTS.......euiiiiiiiiiiiiieeie it mene e 93
5.11.2. Working with uploaded doCUMENLS.............oovvvviiivimereeeeeeeeiiieaaae 95
5.12. FEE SNEEL.......ooiiiiii e 96
T R B - | (< TSP RPN 98
SN I T 1] (] Y SRR 98
5.15. PAYiNg fEES......uiiiiiiiiiie et 99
5.15.1. Selecting the payment Method...........cccccovviiiiiiiec 99
5.15.2. Verifying fEES ..o 101
5.15.3. Signing the fee Sheet..........cooovriiiiiiiiiicce e 102
5.15.4. Updating the fee sheel.........cccoooeiiiiiiiiiceeii e 103
5.16. Signing and submitting an application..................oovvviieeiiieeeeen 104
5.16.1. ePCT OWNEIShIP.....ccoiiiiiiiiiiiiteee e 104
6. EPO FOIM LO0L. .. .. ittt ne e 106
6.1. Creating a new EP application...............ooovviiiiieeecciiiieeeee e 106
6.1.1. Divisional appliCatioN.............eeeeiiiiiiiiiiieeriiieeeeee e 108
6.1.2. Filing by reference (Rule 40(1)(c),(2) EPC)...coovvvrvvreiiieiiiiiiieeens 108
6.1.3.  Article 61(1)(D) EPC....coooviieieeeeeeeeeeeeeeee e 109
6.1.4. Extension and validatiOn...........cccooeeeieeeeiieeciiiiiieeee e 110
6.1.5. Document declarations...........coeeeeeeeiiiiiiccce e 111
6.2. Tabsin EPO Form 1001.........ccccooiiiiiiiiiiii i 112
(IR T Y o] o | 0¥ T o | SRR 113
6.3.1. Selecting @signated StatesS..........cceeeveeeeeiiiiieeeiie e 114
6.3.2. Applicant is represented by an employee............ccoovvviiiicceiennnnn. 115
6.3.3.  Applicant is alSO INVENTOL...........oooiiiiiiiireee e 116
G T 1 01V 7= o | (o ] PP 117
6.4.1. DecCeased WENIOI.........ccouiiiiiiuiiiiis i eree s 118
6.4.2. Designation of inventoir public and norpublic...............cvviiini. 119

New online filing (CMS) 1801 User guide Pages of 244



Table of contents

6.5,  REPIESENIALIVE. ... .ccii i i eeee e 120
6.6. Addresstor COrreSPONUENCE........ccceiieiiieieitiieeee e e e e e e e smmmreeeennnnnes 122
G o 4 o 1 Y F= 11 123
6.8. Biological material..............ooooiiiiiiiiieees e 125
(R J B To Tt U [ 0[] o £SO PP T 127
6.9.1.  AddiNg dOCUMENTS.......ccoiiiiiiiiiiiiii it eren s 127
6.9.2.  DOCUMENT LYPES...ccitiiiiiiiiieeii ettt ere e e 131
6.9.3. Working with uploaded doCUMENLS.............cooeiiiiiicemn e 133
6.10. FEE SNEEL......c e 134
G0t I B B - 1= ST PP 136
G I o 111 (o Y2 136
6.13. PayinNg fEeS.......cooiiiiiii e 137
6.13.1. Mode Of PAYMENL.......oviiiiiiei e erer e 137
6.13.2. SeleCting fEeS.......cooe e 139
6.13.3. Updating the fee sheel..........ccooooiiiiiiiiiceei e, 141
6.14. Signing and submitting an application...............cceeeiiiiieeeiii e, 141
7. EUrO-PCT FOIM 1200........ ittt eeeeeiemme ettt e e e e emeeeeaai e e e e e eata e e e eeenes 142
7.1. Creaing a new EurdPCT application.............coooeiiiiiiimmmnneeeciiiiieeeeeen 142
7.1.1. Creating a new EurBCT application in My applications.............. 142

7.1.2. Creating a Eurd’CT application based on a PCT/RO/101
application submitted using CMS...........ccceiiiiiiii e 144
7.1.3. Extension and validatiQn.............ccoeeevvviiiieemeiiiie e 146
7.14. Document declarations...........cuueeeeiiiiiiiiccceee e 147
7.2. Tabs in EUrePCT FOrm 1200........ccccciiuuuririiiiiimmmnnnnnrnrnieseeeeeeeeeesanessssseeees 148
7.3, APPICANL. ... e ann 149
T4, REPIESENIALEY........ciiii i i e e e eiiiieeeeeeeee et e e e e 151
7.5. Address for COrreSPONAENCE...........cooiviiiiiiiiieeee e e emmmee e eeranaaes 154
7.6. Biological material.............coooiiiiiiiiiieeee e 156
T.7. DOCUMENLS... .ottt eeee e e e e e e e e e e e e nn s emee e e 157
7.7.1. DOCUMENT ORIVIEW....cceeeeeeeiiiinniieeesseeeeennnnnnnaseeaeeeeeeeeesamanaasaeeens 157
7.7.2.  AddiNG OCUMENLS......uuiiiiiiiiiiiieeee et eene e 161
7.7.3.  DOCUMENT LYPES....ceiiiiiiiriiiiias s et e e e eeemaa e e e e e 164
7.7.4. Working with uploaded doCUMENLS.............oooviiiiiiiinne s 165
7.8, FEE SNEBL....coiiiiiiiii e 166
A TR B T 1= PSPPI 167
7.0, HISTOIY .ottt 167
7. 11, PAYiNgG fEES....co ittt 168
7.11.1. MOdE Of PAYMENL ....oeiiiiiiiiiie e e 168
7.11.2. SeleCting fEES......ccoie e 170
7.11.3. Updating the fee SheeL.........ccooooiiiiiiiiiicee e 171
7.12. Signing and submitting an application.............ccoooeiiiiiieeeii s 172
S TR o 1 0 T 010 RPN 173
8.1. Creating a New FOrm 1038..........cuuuuiiiiiiiiiiieeeiiiiieiieeiee e e s 173

New online filing (CMS) 1801 User guide Pageb of 244



Table of contents

8.1.1. Creating a new Form 1038 in My applications..............ccccceeereee. 173

8.1.2. Creating a Form 1038 based on an application submitted using
OIS e 174
8.1.3. Subsequent filing in the EP m@dure...........ccceeeeiiiiiiiiieeen e 176
8.1.4. Subsequent filing in the PCT procedurte...........cccccovvvvvvieemeenenene. 178
8.2. Tabsin FOrm 1038.......cccooiiiiiiiiiiiiemmr e e a e e 180
S0 FE 1= o o [PPSR 180
8.3.1. Adding a party as the sender (EP and PCT procedure)............. 181
8.3.2. Adding a representative (EP procedure)...........cccccevvvvvvieemeenenennn. 183
8.3.3. Adding an agent (PCT ProCedULE)............uuuuiiieessieeerrrnnnnnnnneanns 184
8.4. RequESLS (EP PrOCEUULER)........uuiiiiiiiiiiiiii ettt 185
8.4.1. CrealiNng @ rEOUESL........uuuuiiiii e ceeecee e e e aeeer e e e e e 186
8.4.2. Request for accelerated search/examination (PACE request)...186
8.4.3. Enquiry as to the processing of the file............ccccoeeiirieeeeiein. 189
SR T = o V2K o = 11 o PSP 190
o 2N G TR I To Tod U [ 1= 1 £ ST RPPNS 191
8.6.1. AddiNg OCUMENLS........ceeviiiiiiiiiiiiiimreeeeiiinnn e e e e e e ernnnn e as 191
8.6.2. Non-public documents in the EP procedure..........c.cccooeeeeeeeennnnns 193
8.6.3. Working with uploaded documents...............cceeeiiiiccmeeevnnnnnnnnnnn 194
B.7. FEE SNEEL.. .o e e ————— 195
G 7S TR I - (=P 196
8.9, HISTONY ...ttt 196
S 00 IO TR = Y o 1= 197
8.10.1. Mode Of PAYMENL.......vviiiiiiee e eeer e 197
8.10.2. SEleCtNG TEES.....ciiiiiiiiiiiiee et rree e 199
8.10.3. Non-public fees in the EP procedure.............cceeevvvivieeeiiiiieeeeeen, 202
8.10.4. Updating the fee SheeL........cccoovvieiiiiiiiieeee e, 203
8.11. Signing and submitting an application...............ccccuuvvrimmmniniiiiiiiiieeeee 203
9. Processing appliCatiONS...........ooooiiiiiiiiiiiicce e 204
9.1. Preparing documents for attachment.................cccoveeeeii e 204
9.1.1. Accepted file tyPeS......couuiiieieieee e 204
9.1.2. Reserved file NAMES...........uuuiiiiii e 204
9.1.3. Generating PDF fill@S........cccooiiiiiiiiiiee e 205
9.14. Generating XML fileS.......uiiiiiiiiiieiiiiieeeeee e 205
9.1.5. Annex F compatibility requirements.............ccceeeeviiiieeeiiiieee e, 206
9.2. Uploading dOCUMENES.........cccoiiiiiiiiiiiieeee e 206
9.2.1. File names assigned by CMS............oooiiiiiiimmn e 207
9.2.2.  AnneX F validation.............cccuuiiiiiiiiiiieeecics e eeeee e 207
9.2.3. Filesrejected by CMS.........ouuiiiiiiiiiiiiiiieee e 208
9.2.4. Changing the document type...........coouvriiiiiiiieeee e 209
9.2.5. Correcting the language of a document............cceeeeeevieeeecceeeennn. 210
9.3.  Signing the apPliCALION...........ueiiiiiiiiiii e 211
9.3.1. Types Of SIgNAtUIE........cccuvuiii i 211
9.3.2.  Steps in the SIgNING PrOCESS.........uuuririiiieieriieeeiirereeereeeeeeeeeeaaeeeas 212
9.3.3.  Reviewing the signed form.............ceiiiiiiiiiiimin e 215
9.3.4. REeMOVING SIGNALUIES.....cceiiiiiiiiiiiiiiisiimeme e e e e 216

New online filing (CMS) 1801 User guide Page6 of 244



Table d contents

9.4,  Submitting apPliCALIONS........cceeiiiiiiii e 216
9.4.1. Submitting from the form VIeW.............ooooiiiiiiiii s 216

9.4.2. Downloading the acknowledgement of receipt...........cccccccceennee. 218

9.4.3. Exporting submitted applications.............cccevvviiiiimmere i 219

9.4.4. Batch subMISSION........coooiiiiiiieee e 219

9.4.5. Error messages when submitting applications...............ccceeeeeeeeee 221

10. Importing appliCAtIONS .........ccoiiiiiieiiiie e e e e e e e e e e e aaaen 222
10.1. SUPPOIEA FOMMIS...ciiiiiiiiiiiiiee e 222
10.2. Preparing for IMPOKL.........cooiiiiiiiiieiieeee e 222
10.2.1. Requirements for ZIP fileS........coooiiiiiiiiiieee e 222
10.2.2. XML filesinthe ZIP file......cccccoooeiiiiiiieeee e 222

10.3 IMpPOorting @ ZIP fil€.....cooeeeiiee et errr e 223
10.3.1. File validation by CMS..........cccoiiiiiiiiiiiiieeeii e 224
10.3.2. Viewing the import rePOLt...........eeeeeiiiiiiieei e 225
10.3.3. ReSOIVING IMPOIt €ITOLS .. .iiieieieeeeeeeeeeeeeieeee e e e e e e e e e e e eeeeeeeeee s mnne e 226

10.4. Exceptions for imported fOrmsS.........coooiiiiiiiiiiiiicce e 227
10.4.1. EPO Form 1001 and EwWRCT Form 1200: fee selection.............. 227
10.4.2. Form PCT/RO/101: documents related to biological material....228

11. ACCOUNT MANAGEIMENL.....coiiiiieieiiiii e e eeeee e e e et e e e e e s emees s e e e e eeen e e e e eennnn s enn 229
11.1. Setting up organisation administratian..............ccccoeveieeeeriiiiiiiiee e, 229
11.2. MaANAQING USEES . .cceeeieiiiiiiiiueniitienesassasnssbbbasessseeeeenansssbsbbbaaseseeeeeeeaeeesennns 229
11.2.1. Registering a new user to your organisation...............cccevvueeeenn.. 229
11.2.2. Removing a user from your organisation...............ccccccvvimennsinnnnns 230
11.2.3. Inbox messages relating to account management..................... 230

11.3. VIiewing USEr JetaAIS.......ccuiiiiiiieiiei e 231
11.3.1  USEr detailS.......ccooiiiiiiiiiiiiiiiieee ittt a e e e e e 231
11,32, HISTOY.coiiiiiiee ettt e e e e ean 232
11.3.3. Register USer NiStOrY...........uuuuuuuiiiiii i reeeee e 233

11.4. Assigning user access MghtS.........oooiiiiiiiiiiiieee e 233
11.4.1. Address book management rights...........ccceeeeeeeiiieesiiiieiieeeneeeennn. 234
11.4.2. Organisation administration rights...............ccccoeiiiieeeiiiccceneennn. 235
11.4.3. Folder management rghtS..........cccoooiiiiiiieen e 236
11.4.4. Template management rightS........ccccceeeiiiiiiiicceciiciieee e, 237
11.4.5. Procedural acCess MMgNtS. ... 237
11.4.6. Task grouprelated user rghts............cceeviiiiiiiiceeiiiiee 238
11.4.7. Right to access applications..............ooovvvviivieeeeeeeee e 239

12. SYSEM MEAINTENANCE.......uuuuiiiiiiiiiiiiieee ettt et e e e e e e e e e e e e s et e e e e e e e e e e e e e s e e s s nneas 241
12.1. SYSEIM MESSAGES. ..ceeeuuuuuuuuniiieeeeeeeeerettias s e e e e e e e e e eeeetamnesaaaeeeeeeeeeeeeeeennnnnna 241
12.1.1. General SyStem MESSAQES......uvieeiiiiiiiieieieeeie e e et e e et eneeas 241
12.1.2. Procedurespecific system maintenance messages..................... 242

12.2. Application Status Set t0 "REVISE!...........uuuiiiiiiiiiiiieeeriiiiiiieeere e 242
12.3. Application locked due to system maintenance.............cc.evveeveeeecvvvvrrnnnnn. 243

New online filing (CMS) 1801 User guide Page7 of 244



Table of contents

Disclaimer
This user manual reflects the EPO's new online filing (CMS) service at the time of writing. As
changes are possible, the screenshots may deviate fracitiaé content of the system.
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1 How to use new online filing (CMS)

1. How to usenew online filing (CMS)

The EPOs new online filing(CMS) serviceenables applicants
1 to file EP, EurePCT and intamational (PCT) applications and
1 to manage these applications online.

1.1. Contacting EPO Customer Services

Please contact EPO Customer Services for all questions about CMS and ottweriB®O
servicesWe are open Monday to Friday, 08.08.00 hrs CET.

Our freephone numb@O 800 80 20 20 213 available for the following countries:

Austria Lithuania
Belgium Luxembourg
Bulgaria Malta

Croatia Netherlands
Cyprus North Macedonia
Czech Republic Norway
Denmark Poland

Estonia Portugal
Finland Romania
France San Marino
Germany Slovakia
Greece Slovenia
Hungary Spain

Iceland Sweden

Ireland Switzerland

Isle of Man Turkey

Italy United Kingdom
Latvia

Please note that some network operators, internet phone services, payphones and hotels do not
allow access t00 800numbers or may charge for these calls.

Alternatively, you can
1 use our contact form to send us your enquiry at any time:
https://forms.epo.org/servicesupport/contact-us/contact@form.html
1 call Customer Services (normal national/intgronal rates apply):
- Munich: +4989 23994500
- The Hague: +3¥0 3404500
- Berlin: +4930 259014500
- Vienna: +431 521264500

1.2. Accessingnew online filing (CMS)

To accessiew online filing (CMS) follow these steps:
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1 How to use new online filing (CMS)

- Connect your smart card readerlytiur computer and insert your smart cari ihe
reader.

- Go to theCMS webpage at
https://epogateway.epo.org/prd2/epo/PatentApplication

- To confirm the certificate issued by the Eurapéatent Office, cliclOK.

- In thesmart cardogin dialog box enteryour PINand clickOK.
You are directed to th&pplications overview and you can start usingw online
filing (CMS).

| Only one CMS session should be open at a time. Starting multip§&<@ssions in
different browser tabs is not recommended.

Terms and conditions of use
If you log anto CMS for the first timeyou will seea message about the EPO terms and
conditionsof use

- Click theRead mored link to learnmore about the terms and conditiarisise.

- Click OK to accept the terms and conditions of use.

Important! / Wichtiger Hinweis! / Attention!

Date: 03-02-2016

English: Access to and use of the EPO case management system is governed by the
Decision of the President of the European Patent Office dated 11 March 2015
concerning the filing of documents using the EPO case management system.

Read more...

French: L'accés au systéme de gestion des dossiers de I'OEB et son utilisation sont régis
par la Décision du Président de I'Office européen des brevets, en date du 11
mars 2015, relative au dépdt de documents a l'aide du systéme de gestion des
dossiers de 'OEB.

En savoir plus...

German: Der Zugang zum Case-Management-System des EPA und dessen Nutzung sind
im Beschluss des Prasidenten des Européischen Patentamts vom 11. Marz 2015
aber die Einreichung von Unterlagen mittels des Case-Management-Systems
des EPA geregelt

Weiterlesen. ..

Figure 11 Message about the EPO terms and conditions of use

Browser and system settings

CMS works in most modern browsers running on desktop computefisidl@ut more about
versionssupportedand browser configuration, please refer to the docufétihgs and
quick access to new online filing (CMS) functionavailable as PDF download from the
EPO website atttp://www.epo.org/applying/online-services/newonline-filing.html .

1.3. Overview of CMS

1.3.1. Applications overview
My applications underApplications is the starting point faall your activities inCMS.

1 Click the EPO logo to go back Wy applications from any other point in CMS.
2 Select the display language for CMS.
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View comprehensive EPO contact information in a new browser window.

Set preferences for the current user, go to EPO Online Services or log off CMS.
Click a tab or sultab in the main navigation for more CMS functions.

Select filter options or search for a specific term in your list of applications.

Select a taskidm the toolbar or open a drojown menu for more tasks.

Sort your application list by one of the column headers or change the order of the
columns.

9 Select the columns to be shown or hidden in the list of applications.

10 Organise yowapplications in folders and sdblders.

11 Click an application to see all details in the form view.

Europdisches

stentamt o Deutsch English Francais
0 ont Ofice EPO case management system

Bifice européen o Contact

des brevets

O~NO 01~ W

homas Miller - Miller Associates w

Applications Templates Address book System messages Account management Online help ro-

Reference: | |

Title of invention: | |

Procedure: o | Choose a value N

Form: | Choose a value v
Status: | Choose a value M
New application » Folder °
“ - Reference + Title of invention ¢ Procedure + Form : Date ~ Status ¢+ o £

s O Folder-1-1 (2)
O Folder 1-1-1 (0)

4 O Folder-1 (2) o

1 1001-EN-02 EP 1038 02-02-2016 Draft
O 1038-01-FR EP 1038 02-02-2016 Draft
> 1 Folder-2 (0)
[0 PCT-001-B-1038S PCT 1038 23-02-2016 Draft
[0 EP1001-002-1038 @ EP 1038 23-02-2016 Draft
O PCT-002 IMPROVED LASER SWORD PCT RO101 23-02-2016 Submitted

Figure21 Features of CMS iMy application$

1.3.2. Application form view

In the form view, you can add information ashmcuments, edit the application data and
process the application until its submission to the EPO.

Click a tab or suttab in the main navigation for more CMS functions.
View the basic application data.

Inspect the validation messagewéuify your data.

View the status of your application.

Click a form tab to view and edit other sections of the form.

GO wWNPEF
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6 View and expand the details in the active tab.

7 Proceed to the next step in the application process or execute anotliemtagie task
list.

Applications Templates Address book System message Online help _
My applications | _Inbox | Mydemoapplications | \. |

O
Procedure: EP Next steps
Reference: EP-1001-001 o — Payfees
Title of invention: Magic Mesh Tasks
Application number: _ Authorise EPO
access [?]
‘ ) Validation messages (3) ° ‘ — Review [7]

— Use for new
template [?]

— Export [?]
o Draft = Signed = Submitted

O
Application

Applicant
Inventor e Application o

Representative - .,
Address for Procedural Filing language of attached or previous Title of

mence language application invention

Priority claim » English Same as procedural language Magic Mesh 7
Biological material

Documents @

Fee sheet

Dates

History

Figure31 Features of CMS in the application form

1.3.3. Dialogboxes

Dialog boxesopen whesveryou clicka task oran actionc¢onin the application form, e.g. to
add orremove information.

Handling dialog boxes

- Movethedialogbox by clicking the grey header and dragging it to another place on
your screen.

- Resizethedialogbox by dragging the right border, the bottom right corner or the
bottom border.

- Close thalialogbox without saving changes by pressing E®&C key, by cicking the
Closebutton in the upper right corner or by clicking tqgpropriateéoutton in the
dialogbox, if applicable (e.gNo).

- Closethedialogbox and save changes or proceed to the siext in tle workflow by
clicking theappropriateébutton (e.gNext or Yes).
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Remove inventor @ @

Are you sure you want to remove this inventor?

First name: Peter
Last name: BURTON
Address line 1: 20, London Road

Address line 2:

!

Figure4i Example of dialogpoxwhen removing an inventor from the application

Required fields
Mandatory fields that require data entry or a selection are marked with an asterisk (*). If you

click Next without completing the required fields, red error messages are displayed to inform
you about missing or incorrect data. You cannot proceed to thestepxwithout providing
therequireddata.

Add priority claim [x]

Application type

A\ The entries for the following fields are missing or incorrect:
+ Prionty filing date is a required field

Earlier application type i National
O Regional
O International (PCT)

Priority filing date[ | [ ] =

Priority filing date is a required field

Mext

Figure51 Example of required fields when adding a priority claim to the application

Look-up function

In longdrop-down lists e.g. when selecting the country in an address entrycatoenteone
or more consecutive charactémsm the word you are looking for.

The list is immediately filtered to the entries containing your search stringlpyou select

the appopriateoption.
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Province/state/county: | |

Country: Choose a value .

Add to address book: | i x Q |

{ British Indian Ocean Territory

British Virgin Islands
Eritrea
French Southem Territories
Haiti

Kuwait E

Lithuania
Mauritania

Figure 61 Example for lookup function in the country selection drdpwn list

1.4. User preferences

You can adjust some of the CMS features to fit your personal preferences and save these to
your user profile.
- To access your user profilgo to the user menu.
- To open the user menmnove your cursor over your usesmeand organisation name
on the righthand side of the screen.
- SelectPreferencesfrom theusermenu.

Europaisches

Fatentamt Deutsch English Francais
Fatent oflce EPO case management system

Office européen
des brevets

Contact

Thomas Miller - Miller Associates w

Applications | Templates | Address book | System messages | Account management ‘ Preferences
My applications m My demo applications EPQ Online Services

Log out
I

Reference: ‘

Figure 71 Languageselection contact linkand user menu

TheUser profile dialog boxopens.

You can select the following preferences:

1 Preferred language
- English (default)
- French
- German

1 Applications defaultsubtab
- My applications default,visible if activated byour organisation

administrator)

- Inbox
- My demo applications

1 EP1001 default procedural language
- No preference (default)
- English
- French
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- German

i1 Task list position
- Left (default)
- Right

1 Folder position
- Top (default)
- Bottom

Preferences

User profile

Preferred language: * @ English
> French
o German

Applications, default sub-tab: @ My applications
D Inbox
o My demo applications

EP1001 default procedural @ No preference
language: 5 English

> French

o German
Task list position: * D Left

@ Right
Folder position: @ Top

D Bottom

Next

Figure 81 "User profile' dialog boxwith default settings

1.4.1. Preferred language

You can set your preferred language for the graphical user inteffaddS either by clicking
the language in thiep righthand corner of the scre€neutsch English or Francais) or by
selecting the appropriate optionUiser profile.
- Go tothe user menand selecPreferences
- Select your preferred language.
- Click Next.
The text in the graphical user interface of CMS is now in the language selected.

1.4.2. Default sub-tab in Applications

You can skect thesubtabthatis displayedn Applications when you log on to CM3By
default, theMy applications subtab isdisplayed on staip. If you are still new taCMS and
intend to practe in the system, you should set ydefaultto My demo applications
Starting in the demo environmeuntll helpyouto avoid sendingourtestapplications as real
filings to the EPQive server.

- Go to the user menu and selBceferences

- Select your preferred staup view underApplications, default sub-tab.
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TheMy applications option isonly available if your organisatiordeinistrator has
assigned the appropriate user accessgiglyour useraccountseell.4.7Rightto
access applicatiohs
- Click Next.
Your startup viewfor CMS has now been set. The next tiyoe log on to CMS, you will see
your preferrediefault suktah.

1.4.3. Default procedural language for EPO Form 1001

You can set the default procedural language for your EPO Form 1001 applications. If you
select a default procedural language in yaser profile, this language will be selected for
any new EP@~orm 1001 application.

- Go tothe user menand selecPreferences

- Select your preferred default procedural language for EPO Form 1001.

- Click Next.
Your default procedural language for the EPO Form 1001 has now been set. When you create
a new EPO Form 1001, this language will be selected iRithe=dural languagefield.

EPO Form 1001

Application

The grant of a European patent, and examination of the application under Article 94, are hereby requested.

Store in folder: | No folder v |

Applicant's file reference: * | |

Filing Office: European Patent Office

Request type: [ Divisional application
[ Filing by reference (Rule 40(1)(c), (2) EPC)
[ Article 61(1)(b) EPC

States: 1 Application contains request for extension/validation

Procedural language: * | English N ||

Filing language of attached or | Choose a value - |
previous application: *

Request for examination: [ Request for examination in admissible non-official EPO language

Figure 91 Default procedural language in a new EPOrf 1001

1.4.4. Task list position

The task listontains a list of tasks available to you depending on the stage you are at with
your applicationFor more information on tasksee2.7 Tasks and steps ipreparing an
applicaton.
You can set the position of yotask listto the left or righsideof the screen. By default, the
task list & displayed on the rigitand side of the screen.
- Go tothe user menand selecPreferences
- Select your preferredlask list position.
- Click Next.
The task lisis now displayed on the side of the screen to which you have just set your
Task list position preference.
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1.4.5. Folder position

Folders are containers for organising CMS items like applications, templates and address
book entries. For more information on using foldees
Organising applicationwith folders

You can set the position of the folders to the top or to the bottom of the overview table. By
default, the folders are displayed ababe individual items, e.g. in the application overview
table.

- Go tothe user menand selecPreferences

- Select your preferredolder position.

- Click Next.
Example:
If you selectBottom, the folders irVly applications are displayed below the list of
applications.

New application ¥ Folder w
“ "> Reference « Title of invention ¢ Procedure : Form + Date ~ Status ¢+ 3
O PCT-001-B-1200 Euro-PCT 1200 22-02-2016 Submitted
O 1200-KR Euro-PCT 1200 08-02-2016 Draft
O 1200-01-EN Euro-PCT 1200 02-02-2016 Drait
> [ Folder-1 (0)
- [ Folder-2 (0)

Figure 1071 Folder position at the bottom of the application overviable

1.5. Logging dff

- Tolog df CMS, go to the user merand selectog out.
You will be directed to the EP®ebsite.
For security reasong is also good practice tose all browser windows or tabs after
logging off.

Europaisches

S Deutsch English Francais
Patent Ofice EPO case management system

Office européen
des brevets

Contact

Thomas Miller - Miller Associates w

Applications | Templates | Address book | System messages | Account management I Preferences I
My applications m My demo applications _ EPO Online Services I

Referenc: | logoit |

Title of invention: ‘ |

Figure11i Logging df CMS

Session timeout
After 30 minutes of inactivityn CMS, your session will time out
1 If you were viewing an overview page or detail page, you can continue to work
without being alerted, provided thatwyesmart card is still correctly inserted in the
card reader.
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1 If you were working ina dialogbox, e.g.Application, you will seea Request
blocked notificationwhen you click thé\ext button The data you entered in the
dialogbox will be lost.

- To continue working in CMS, either clitke EPO logo or click the liniso back to
the home page
Provided that your smart card is still cantitg inserted in the card reader, you can
continue working without having to log on aga¥fau will be directed to your default
view (seel.4.2Default subtab inApplicationg.

Europiisches
Patentamt

European
Patent Office

Office européen
des brevets

Request blocked / Requéte bloquée / Anfrage abgelehnt

Your request was blocked by the security rules. If you used a bookmark or a link to go to this page, please update your bookmark to

https //epogateway.epo.org. Direct links to pages are blocked to protect your account and data. If your CMS session has been inactive for
more than 30 minutes it has timed out. For security reasons you have been automatically logged offl Go back to the home pagefto
continue. .

Please contact EPO Customer Services for further assistance.

Wotre requéte a été bloguée conformément aux régles de sécurité. Si vous avez utilisé un signet ou un lien pour accéder a cette page,
veuillez mettre & jour votre signet en utilisant I'adresse hitps.//epogateway.epo.org. Les liens directs vers certaines pages sont bloqués
pour protéger votre compte et vos données. La session CMS expire aprés 30 minutes d'inactivité. Pour des raisons de sécurité, vous avez
eté automatiquement déconnecté. Revenez & la page d'accueil pour continuer.

Weuillez contacter le Service clientéle de 'OEB si vous avez besoin d'aide.

Ihre Anfrage wurde aus Sicherheitsgriinden abgelehnt. Falls Sie Uber ein Lesezeichen oder einen Link auf diese Seite zugegriffen haben,
aktualisieren Sie bitte Ihr Lesezeichen auf https_//epogateway epo.org. Direkte Links zu bestimmten Seiten werden blockiert, um lhr
Nutzerkonto und Ihre Daten zu schatzen. Falls Sie mehr als 30 Minuten inaktiv waren, wurden Sie automatisch abgemeldet. Gehen Sie
Zur Startseite zurick, um fortzufahren.

Bitte wenden Sie sich an die Kundenbetreuung des EPA, falls Sie weitere Unterstutzung bendtigen.

Tel. / Tél.: +31 (0)70 340-4500
E-mail / Courriel / E-Mail: support@epo.org

Technical information / Informations techniques / Technische Information

HTTP status 200: OK (CSRF)

Figure 121 The"Request blockédotificationfollowing an automatic session timeout provides links back to CMS

1.6. Shortcut keys

In CMS you can use shortcut kegsnavigate between tabs and views and to open menus and
tasks.In addition, you can use ti@b key, the (up arrow) and (down arrow) keysind the
Enter (Return)key i move around in the forms asdlect items.
Depending on whether you are currently viewing a list (dygapplications or My
contact9 or an individual application, the graphical user interface provides different sets of
shortcut keys.
- To see which shortcut keys are available, pHss your keyboard.
Yellow labelsappeaiin the screeandindicate the active shortcuts.
- Press the key or the key combination you want.
Pressing a key combination means that you press the first key antdmid, and
then press the second key.
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| The visible items are numbered consecutively from left to right and from top to bottom.
Which items are visible depends on your user access rights. For example, if you do not
have organisation administration rightse Account managementab will not be
visible and the number 5 will be indicated on theline help tab instead.

Shortcut  Action in list view Action in application view

key

H Show available shortcut keys in curre Show available shortcleys in current
screen screen

1 Go toApplications Go toApplications

2 Go toTemplates Go toTemplates

3 Go toAddress book Go toAddress book

4 Go toSystem messages Go toSystem messages

5 Go toAccount management Go toAccount management
(only visible for users witlorganisatior (only visible for users with organisatic
administration rights) administration rights)

6 Go toOnline help Go toOnline help

CTRL+1 Go to first suktab in the main Go to first subtab in the main
navigation navigation

CTRKE2 Go to second sutab in the main Go to second sutab in the main
navigation navigation

CTRHE3 Go to third suktab in the main Go to third suktab in the main
navigation navigation

ALT+1 Open first taskirst menu in toolbar  Open first taslunderNext stepsiasks

ALT+2 Open second tadist menu in toolbar Open second tasknderNext steps/

Tasks

ALT+3 Open third tasKirst menu in toolbar Open third taskinderNext stepstasks

ALT+4 Openfourth taskfirst menu intoolbar Open fourth taskinderNext steps/
Tasks

ALT+5 Open fifth taskiirst menu in toolbar  Open fifth taskunderNext stepsiasks
ALT+6 Open sixth tasfirst menu in toolbar Open sixth taskinderNext stepsfasks

ALT+7 Open seventh tasknderNext stepg
Tasks

TAB Go to nexfiield in a form

Shift +TAE Go to previoudield in a form

Example of a list view.
In My applications, theNew applicationmenu and th&older menu are available in the
toolbar if no individual applications are selected.

- To open thé\ew applicationmenu, presé\LT+1

- To select a menu item, move the focus to it by predbie® (down arrow) key.

- To open the task, e.g. create a riewm 1038 press theEnter key.
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Fn:rli:::-ations 1E1plates !Eiress book !E ount management (Bine help _

| CTRL+1 Jile}y13

Reference:

Title of invention:

| CTRL+2| CTRLA#3 {Ii1V[Te:110 45

" |

Procedure: | Choose a value
Form: | Choose a value d
Status: | Choose a value i
N ALTH+1 |cation + Use for new template Remove  Move to folder  Actions FIALT"'SI )
4 — Form PCTIRO/M01 Title of invention < Procedure s Form s Date ~ Status = Lo ]
| — EPO Form 1001 LASER SWORD PCT RO101 13-03-2016 Signed
i — Euro-PCT Form 1200 Euro-PCT 1200 13-03-2016 Draft
EP 1038 13-03-2016 Draft
i — Import from file Snowboard Wax EP 1001 13-03-2016 Signed
i — Use template Special Alpine Ski Wax EP 1001 13032016 Draft

Figure 137 Keyboard shortcuts available ItMy applications

Example for an application view:

In a draft applicationvhich is ready to be signethe Pay feedaskis available undeklext

steps

- To open thé?ay feedialog box pressALT+1.

Fn)lications 'Iﬂnplates Fﬂiress book FE:ount management (ﬂine help _
O

) CTRL#1 [{)15

| CTRL#+2 || CTRL+3 Jf3/si [T 11(6/s

Procedure: £P Next steps
Reference: EP-1001-001 —EaLT+1][2
Title of invention: Magic Mesh
Application number: Tasks
— EPO
| ) Validation messages (2) | _ m
Draft Signed = Submitted —ALTH
Igne upmitte: N ew
- e
Application
Applicant
Inventor Application
Representative - -
RRIEES (0 ::::da:eral ::::::Ia:':;uage of attached or previous ;I::I:nt;fm
correspondence
Priority claim 4 English Same as procedural language Magic Mesh 7
Biological maternial
Documents @
Fee sheet
Dates
History

Figure 147 Keyboard shortcutavailablein an application ready to be signed
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1.7. Online help
In Online help you will find an online version of this user guide.

1.7.1. Navigating in the online help

- Select @opicin the navigation panel on the léfand side of the screen.
If there is ¢! icon displayed next to thtepic, click it to expand and display the section
and its contents.
- Select aopicunderContains sectiondn the content panel on the righand side of
the screen.
To access the contents of the online heligk a topic undeeitherContains sections
or inls part of section

Applications Templates Address book System messages Account management Online help _

B —

~ EPO t syst - o
case management ySiem | Processing applications

} Introduction

» Form PCT/RO/101 Processing applications
* EPO Form 1001

Once a draft has been completed, more actions are required before the application can be
¥ Euro-PCT Form 1200

submitted. These are-

¥ Form 1038
- — * Preparing documents for attachment
~ Processing applications * Signing the application by one of the methods accepted by the filing/receiving office
* Preparing documents for 4 * Preparing the application for submission

Signing the application

Removing signatures Contains sections Is part of section
Preparing to submit your 3
Submitting your applicatio & Preparing documents for attachment ? EPO case management system - User
- — & Signing the application id
» Importing an application from "' } - quide
@ Removing signatures
» Account management % Preparing to submit your application
System maintenance W Submitting your application

* Online help
EPO Customer Services

Figure 1571 Navigating to sections and sigections of the online help

1.7.2. Downloading the user guide

You can download the user guide as a PDF document fromirthes help.
- Click Download user guidein theOnline help tab.
- Click the linkClick to download the EPO case management system user guide
The user guide (PDF file) opens in a new browser window.

1.7.3.  Online help for tasks and actions

In the Application tab, the tasks in the task list and the actions for adding information in a tab
(e.g.Add applicant) have g7?] icon.
- When you click this icon, you will be directed to the online help, where you will find
an explanation about the task or action.
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Procedure: PCT Neét stfeps -
Reference: Filenr 123456 > Pay fee
Title of invention: PERPETUUM MOBILE Tacke
Application number: e
» Review
» Expor[?
| )} Validation messages (4) | 2

» Authorise FPO
accessi
Draft | Signed = Submitted | _, |Jse for new
lemilati
O
Application Applicant

Applicant

Inventor 1 of 1 Results

Agent First name Last name Name Country
Address for

correspondence José CORALLOS Portugal 7 R
Priority claim @

Earlier search gk Add a!!\lcan.
results

Declarations
Bioloaical

Figure 1671 Finding out about a task or action
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2. Applications

Applications is the default view afteyoulog onto CMS and features thremubtabs:
1 My applications
T Inbox
1 My demo applications

I My applications is accessible onlio CMS users with appropriate user rights, whereas
Inbox andMy demo applicationsare accessibl® all users. For more informatiosee
11.4.7Rightto access applications

2.1. My applications

My applications displaysall of theapplicationan CMS originating fromyour organisation

Applications Templates Address book System messages Account management Online help _

Reference: | |

Title of invention: | |

Procedure: | Choose a value -
Form: [ Choose a value v
Status: | Choose a value v
MNew application ¥ Folder =
“a " Reference + Title of invention ¢ Procedure + Form + Date Status + f o ]
- [] Folder1 (2)
[ Folder 2 (0)
[0 EP-1038-001 EP 1038 08-06-2015 Draft
O PCT-SED-001 PCT 1038 08-06-2015 Draft
O EP-1200-001 EuroPCT 1200 08-06-2015 Drait
[ EP-1001-001 Magic Mesh EP 1001 08-06-2015 Draft
O PCT-001 LASER SWORD PCT RO101 08-06-2015 Draft

Figure 171 "My application$ with application overview

2.1.1. Filtering the application list

You can filter your applicationgccording taany of the visible columns, exceptte.
Example:
- To display only the submitted applications, setee¢bmitted from theStatusdrop-
down list.
- Click Filter.
Only the applications with stat@ibmitted are displayed.
- To clear the filtemand display all applicationdelete all filter options or reset them
Choose a valuandthenclick Filter.
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| Your filter settingsarestored in your internal user settgad his means that thewill
still be activenext timeyou log on to CMS.

Applications Templates Address book System messages Account management Online help _
My appiications ___Inbox __Mydemoapplications |

Reference: ‘ |

Title of invention: \ |

Procedure: \ Choose a value M |
Form: Choose a value v
Status: Submitted -
New application + Folder +
“4 " Reference ¢ Title of invention « Procedure : Form : Date + Status + L
> [J Folder1 (0)
> [J Folder2 (0)
O EP-1038-001 EP 1038 15-03-2015] Submitted

Figure 181 Filtering the applications by statiSubmittet

2.1.2. Sorting the applications list

By default, the lists sorted in descending ordeby dateand timeof the applicatiols
creation You can sort your applicatiorecording tany of the visible columns.
Example:
- To sort the applications yrocedure, click Procedurein the table header.
The applications are now sorted ascending ordeby theProcedure column
- Toreverse the sort order to descending, dlickcedurein the table header again.

New application ¥ Folder w
4, ' Reference + Title of invention + Procedure « | Form ¢ Date ¢+ Status ¢+ L
> [J Folder1 (2)
> [J Folder2 (0)
O EP-1038-FR EP 1038 15-03-2015 Draft
[0 EP-1038-001 EP 1038 15-03-2015 Submitted
O EP-1001-001 Magic Mesh EP 1001 15-03-2015 Draft
[0 EP-1200-001 Euro-PCT 1200 15-03-2015 Draft
0 PCT-SFD-001 PCT 1038 15-03-2015 Draft
[J PCT-001 LASER SWORD PCT RO101 15-03-2015 Draft

Figure 191 Sortingapplications by'Proceduré in ascending order

2.1.3. Customising the application list

If you want to modify how the data is dispé&yin the application list, you can select and
arrange theolumnsthat you would like to be contained in the table.
The following $x columnsare displayedby default in the order given

1 Reference

i Title of Invention

1 Procedure
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{ Date
{ Status

Hiding and showing columns

2 Applications

- Move your mouse cursor over the gedreelicon at the rightand side of the table

header.
Thecolumnselection opens.

MNew application ¥
“a " Reference + Title of invention +
- [J Folder1 (2)

[ Folder2 (0)

[0 EP-1038-001

L] PCT-SFD-001

O EP-1200-001

[0 EP-1001-001 Magic Mesh
O PCT-001 LASER SWORD

Procedure +

Figure201 Opening the table preferences with twdumnselection

- To hide acolumn clearthe relevant checkox.

- To show one of the otheblumns select the relevant chebkx.
If the maximum number of six columns is selected, all other chex&s are idablked.
The page reloads and displays the table with your selected columns.

Folder w

Form :

Date ¢

08-06-2015
08-06-2015
08-06-2015
08-06-2015

08-06-2015

=

=

=

=

Title of invention
Procedure

Form

Date

Status

Title of invention

New application + Folder +
“ "+ Reference ¢ Title of invention + Procedure + Date + Status + Iml %
' » [ Folder1 (2) v

[ Folder2 (0)

O EP-1038-001 EP 06-06-2015 Draft Procedure

[0 PCT-SED-001 PCT 08-06-2015 Dratft

[0 EP-1200-001 Euro-PCT 08-06-2015 Draft Date

O EP-1001-001 Magic Mesh EP 08-06-2015 Draft Status

O PCT-001 LASER SWORD PCT 08-06-2015 Draft

Figure21i The selected column is shown in the table

The filter optiors also change according to the selected columns.
TheReferencecolumn can never be hidden as tiedd is the unique identifier for an

application in the database
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Applications Templates | Address book System messages Account management Online help _
My appliications e

Reference: |

New application * Folder =
“a " Reference + %
> [] Folder1 (2) =4

[J Folder2 (0)

O EP-1038-001

Title of invention
Procedure

[0 PCT-SED-001 Date
[0 EP-1200-001 Form
Status
O PCT-001 Application number
Applicant
Representative

O
O
O
O
[0 EP-1001-001 O
O
O
O
O

Inventor

Figure22i All fields exceptReferencéare hidden in the table and in the filter options

Changing the order of columns
You can arrange the columns in the taléng a'draganddropoperatiofi.
- Click thecolumn headehold downthe mouse buttoand move the header to the new
position (drad').
- Release the mouse buttdiop").
Thetablereloads with the new column order.

New application ¥ Folder w
“ v Reference = Title of invention = Sg,égys e Procedure s Date < Applicant s ﬂ
- [] Folder1 (2)
[ Folder2 (0)

Figure 231 Dragging a column header to a new position in the table

2.1.4. Creating new applications

- In My applications, go toNew applicationand select one of the tasks to create a new
application:

I Form PCT/RO/1017 use thisformto file aninternational application where the EPO
acts as receivin@ffice (RO) and InternationalearchingAuthority (ISA).

1 EPO Form 10017 Form 1001 is the default form used for requesting the grant of a
European paterand examination of the application undeticle 94 EPC.

1 Euro-PCT Form 12007 this is the form used for requesting the entry of an
international application into treuropean phase beforeetEPO as designated or
elected @fice.

1 Form 10387 this is the form used for filing subsequently filed documents for either a
previous FormrPCT/RO/101 filing or a previous EPO Form 1001 or Form 1200 filing.
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2 Applications

You can also use Form 188r subsequent filings for applications that have been
previously submitted to the EPO by other means, e.g. filed on paper or with the Online
Filing software

1 [Import from file T thistaskis used to import XML data from a patent management
system (PMS)rito CMS.

1 Use templatei thistaskis used to create an application from a templsee (

3 Templates
New application Folder +
§ — M Title of invention + Procedure + Form s Date « Status « L

— EPO Form 1001

— Euro-PCT Form 1200

—» Form 1038 EP 1038 08-06-2015 Draft

— Import from file PCT 1038 08-06-2015 Drait

—» Use template Euro-PCT 1200 08-06-2015 Draft

[0 EP-1001-001 Magic Mesh EP 1001 08-06-2015 Draft

[ PCT-001 LASER SWORD PCT RO101 08-06-2015 Draft

Figure 241 Tasks in théNew applicatioti menu of'My application$

2.1.5. Removing draft applications from CMS

You can only remove applications while they ar®maft status.
- In My applications, select one or more applications.
- Click Remove

Move to folder

“ ' Reference : Title of invention Procedure + Form: Date - Status + Lo
O PCT-001 LASER SWORD PCT RO101 13-03-2016 Signed
1200-01-EN Euro-PCT 1200 13-03-2016 Draft
10358-004-EN ER 1038 13-03-2016 Draft
[J 1001-XMLspec-EN Snowboard Wax EP 1001 13-03-2016 Signed
[0 1001-02-EN Special Alpine Ski Wax EP 1001 13-03-2016 Draft

Figure 257 Removing draft applications frohy application$

You are prompted to confirm that you want to remove the application(s) in question.
- Click Yes
The selected application(s) are now removed from CMS.

2.1.6. Exporting signed orsubmitted applications from CMS

CMS allows you to export applicationgcluding alldocuments and systegenerated files so
that you canmport thedatainto your patent management system or process them internally.
The export function for multiplsigned oisubmitted applications is availableNfy
applications.

- Select theapplications that you want to expdttieir status iitherSignedor

Submitted).
- Go toActions and selecExport.
- At the browser prompt, select whether to open or to save the ZIP file.
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2 Applications

Move to folder | Actions

“'v Reference + Title of invention + Prj Rg EX Date - Status ¢+ [ o]
- [ Folder-1 (0) — Submit
[J Folder-2 (0)
PCT 002 IMPROVED LASER SWORD PCT RO101 23022016 Submitted
PCT-001-B-1038 PCT 1038 23-02-2016 Submitted
PCT-001-B-1200 Euro-PCT 1200 2202-2016 Submitted
PCT001-B LASER SWORD B EE RO101 189022016 Submitted

Figure 261 Exporting selected applications in statt&ubmittet!

The exported ZIP file contains a package for each of the selected applications. These ZIP files
are named by the reference, procedure, foiateand timeof submissior{or export,as the
case may bee.g.PCF001-B_PCTRO101 201602191559.zip .

i | [ = Comprassed FolderTools  C\Users\Susanne\Documents\EPO_data\C.. - O
“ Home Share View Extract 7]
\(—:‘ - 1 1) « Documents » EPO_data » CMS » 0900012d8005900f.zip v & Search (900012 d8003909f zip -l
MName : Type Compressed size Date modified

1) PCT-001-B_PCT_RO101_20160219-1559.zip Compressed (zipped) Fol... 353KB  23/0

i PCT-001-B-1038_PCT_1038_20160223-1452.zip Compres
1) PCT-001-B-1200_EP_1200_20160222-1726.zip Cempressed (zipped) Fol... 418KB 2
1) PCT-002_PCT_RO101_20160223-1826.zip Compressed (zipped) Fol... 205KB  23/0

(zipped) Fol... BIKB 2

diterns 1 item selected 333 KB

Figure 271 ZIP archives for eacBubmittedapplication in the exported ZIP archive

Alternatively, you can
1 export an individual application at any time, usingfEx@ort task(see
2.7.5Exportinganapplicatior)
1 export ampplicationas soon as it is submitteidcluding the acknowledgement of
receipt(see9.4.3Exporting submitted applications

2.2. Inbox

Thelnbox contains messages from CNt&t concerrthe activities ofyour organisationlf
new messagdsave been receivesince you last loggedhao CMS these messages are
marked in bold text

1 When you submit an application, a message abowtdkmowledgement of receijst
sent tothe Inbox.

T If an error occurs in the processing of your application,aremotified by way of a
message in thimbox. The typs of error messages you may receive are listed in
chapter©.4.5Error messages when submitting application

1 When a new user is added to your organisation, the organisation administrator will
find a message in tHabox informing him to assign the applicable user rights.
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2 Applications

Applications Templates Address book System messages Account management Online help _
My applications My demo applicaons ||

Inbox
5 of 5 Results
[ Subject Message + Type Date ~
O EP-1038-001 EP-1038-001 - Receipt is ready and can be viewed in the Document tab. F1038 SFD %
DEMO-SFD- s . . Demo Form 15-03-
O pet DEMO-SFD-pct - Receipt is ready and can be viewed in the Document tab. 1038 3015
User Test User was added to your organisation. Please assign the 10-03-
oosa28 applicable user rights. User 2015
User Test User was added to your organisation. Please assign the 10-03-
- 3420 applicable user rights. YUser 2015
User Test User was added to your organisation. Please assign the 10-03-
- 3364 applicable user rights. User 2015

Remove

Figure28i Inbox withorganisationspecificmessages

2.3. My demoapplications

My demo applicationsoffersyou a demo environmer whichto practise the process of
completing, signing and sending applications without submitting a real filing. Demo
applications aréransmittedo the EPOdemoserver but real applicatios are sent to tHePO
productionserver

Applications Templates Address book System messages Account management Online help _

Reference: |

Title of invention: |

Procedure: | Choose a value M |

Form: | Choose a valus v
Status: | Choose a value v

New demo application ¥ I Use for new template  Remove  Move to folder  Actions ) Folder = )
%'t Reference ¢ Title of invention + Procedure + Form Date - Status + Lo ]

+ [0 Demo-Folder-1 (1)

O DEMO-1001 MAGIC WALL EP 1001 07-03-2016 Draft

[0 DEMO-12004T Euro-PCT 1200 07-03-2016 Draft

[0 DEMO-SED-pct PCT 1038 07-03-2016 Draft

[0 DEMO-pct LASER SWORD PCT RO101 07-03-2016 Draft

Figure 297 My demo applications

My demo applicationsgivesan overview of allyour organisation'demo applicationand
the current statusf each Draft, Signedor Submitted.
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2 Applications

You can filter and sort the items lily demo applicationsby the same criteria as iy
applications.
In My demo applications you can perform the following tasks from thew demo
application menu:

1 Form PCT/RO/1017 create a demo PCT application.
Form EP 10017 create a demo EP application.
Euro-PCT Form 120071 create a demo EWBCT application.
Form 10387 create alemoapplication for subsequently filed documents.
Import from file T import XML data from apatentmanagemensystem (PMS)
application into CMS.
1 Usetemplatei create a demo application from a template.

1
1
1
1

When ceating a new demo applicatidDiEMC is always automatically inserted as a prefix in

theReferencefield. TheDEMG prefix cannot be deleted from tReferencefield.

Form PCT/RO/101
Application
Store in folder: [ No folder "]
Reference: * | [DEMO ||

Title of invention: * | |

Receiving office: EP: European Patent Office (EPQ)
International searching EP: European Patent Office (EPO)
authority:

Figure3071 Creating a new demo application

2.4. Organising applicationswith folders

In My applications, you can create folders and siadersto organise your applications.

| CMS users with folder management rights can perform folkelated tasks
My applications and inMy demo applications For more informatiorsee
11.4.3Folder management rights

You can move both applications and foldiets other folders

= =

will be stored.

When creatig a new application, you can select a folder where the new application

1 When creating a new folder, you can select an existing folder to make the new folder a

subfolder of that folder.

You can rename folders.

You can remove empty folders.

You can restrict access tdap-levelfolder to specific users.

= —a =

New online filing (CMS) 1801 User guide Page30 of 244



2 Applications

New application Folder w
“ " Reference + Title of invention + Procedure + F| — Nﬂ % B~ Status ¢ ﬁ
[ Folder-1 (2) — Rename
Folder-2 (0) — Remove
O PCT-001 LASER SWORD PCT Rl | it access 122016 Sianed
O 1200-01-EN Euro-PCT 1.J00 13-03-2016 Draft
[0 1038-004-EN EP 1038 13-03-2016 Draft
[ 1001-XMLspec-EN Snowboard Wax EP 1001 13-03-2016 Signed
[ 1001-02-EN Special Alpine Ski Wax EP 1001 13-03-2016 Drait

Figure31i Tasks for organising applications My application$

2.4.1. Expanding and collapsing folders

You can shovhide a foldes content either by clicking thelevant row in the overview table
or by clicking the exparidollapse iconso theleft of the folders name. If there is no icon to
theleft of thefolders name, this means that this folder is empty and there is nothing to
expand.

- To show a foldes conéent, click the relevant row or tt* icon.
The folder exparsl

Figure321 Expanding a folder

- To hide a foldes content, click the relevant row or theicon.
The foldercollapses.

Figure 331 Collapsing a folder

- To expand all folders, click theicon in the table header.
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